
--

How to Complete the CADR Using RW CAREWare Version 3.6 
CADR Training- Phoenix, AZ- December 7, 2004 

Note: All Agency-related questions are entered one time only into CAREWare either in the Setup 
Wizard or at the time the report itself is generated. 

CADR Section Agency-related 

Questions 

Client Level Questions CAREWare Tab 

Location 

Section 1 : Service Provider 
Information 

Title III and IV grantees must 
check the appropriate Title 
affiliation box in the Setup Wizard. 

ALL Setup Wizard 

Some values entered 
when CADR is 
generated 

Section 2: Client Information Gender/Age/Hispanic 
ethnicity/Race (Q26-29) 

HIV Status (Q24,33) 

Household 
income/Housing/Med 
Insurance (Q30-32) 
Vital/enrollment Status (Q. 
34) 

Demographic 

Clinical Review, 
Annual 1 

Clinical Review, 
Annual 1 

Section 3: Service Information Services provided 
must be entered in 

Setup Wizard 

Service Counts (Q 35): Service 

Section 4 : HIV Counseling & 
Testing 

NOTE: Clients who receive C&T 
but no other CARE Act service will 
be counted in Section 4 but NOT 
Section 2 or 3. 

36,37, 38 (anon.), 39 
(anonymous), 41, 43 

� Counts of clients 
tested 
anonymously 
must be hand-
entered in CADR 

Pretest/test/posttest/partners 
notified (Q38-42, 44) 

� Clinical Review 

� HIV C&T 

Section 5: Medical Information 

NOTE: This section includes ONLY 
HIV-positive clients with at least one 
primary medical care visit in the 
reporting year. 

The Total number of clients in item 45 
should equal 35a, column 3a (HIV
positives with a primary care visit 
reported in Section 3.) 

None Total clients (Q. 45): 

Preventive services (Q 47): 

Opportunistic Infections (Q. 
48): 

Q. 49,50 

Q. 51-55: 

� Services 

� Clinical Review, 
Annual 2 

� Clinical Review, 
Annual 3 tab 

� Clinical Review, 
Annual 2 

� Clinical Review, 
Pregnancy Hx 

(none) 
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CADR Section Agency-related 

Questions 

Client Level Questions CAREWare Tab 

Location 

Section 6.1: Title III 
Demographic Tables 

The Total number of clients in tables 
56-59 should equal the total in item 45 
and 35a column 3a (HIV-positives with 
a primary care visit reported in Section 
3. 

None All Tables automatically 
generated by CAREWare using 
client level race/ethnicity, 
gender, age, HIV risk group 

data 

Section 6: Q. 60-63 Agency-related 
questions entered once 
either at setup or when 

CADR is generated 

Reports Tab: CADR 
Facesheet tab 

Section 6: Q. 64 Q.64 Clinical Review, 
Annual 2 

Section 6.2 : Title IV Information 

Note: To be included in the Title IV 
Tables of the CADR, agency must be 
a Title IV Grantee and client must be 
one of the following: 

� HIV-positive female (any 
age) 

� HIV-positive male less than 
25 years of age 

� Any relation of either of those 

None All Tables automatically 
generated by CAREWare using 
client level race/ethnicity, 
gender, age, HIV risk group 
data 

NOTE: If a HIV-negative client 

is receiving services through 
Title IV and there is no 
legitimate Index case, 
temporarily link that client to a 
legitimate HIV-positive case 

Relations Tab 
accessed on main 
CAREWare screen of 
any client. 

IMPORTANT: There is often NOT a direct relationship between items that are reported in 
aggregate in the CADR and their client level equivalent in CAREWare. For example, CAREWare 

collects both the estimated date of conception of a new pregnancy and the date that prenatal care 

began; from those two dates we can readily calculate the data required for the CADR, namely the 
trimester that prenatal care began. 
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Final Steps to produce the CADR 

1.	 Click the Report button on the Main menu and then the Care Act Data Report button 

2.	 Indicate the Year (or date range) for which you want to run the report 

3.	 Make sure that the template file and path are correct. For a 2004 CADR you will select the 

template file named ‘C:\Program Files\H_S_Code\cadr_tmp36.mdb.’ or ‘C:\Program 

Files\H_S_Code\cadrweb_tmp36.mdb’. The second selection will produce a smaller file 

that will be easier to transmit or upload but it won’t include a printable report. 

4.	 Complete any agency related questions by hitting the button for the appropriate CADR 

Section. These tabs follow the printed report. 

5.	 When you’ve completed the above steps, click Create Report in the top right. 

6.	 If any of the main demographic fields have missing information for any clients, a preliminary 
report of these observations will be created. You can view it or continue on to complete the 

CADR. This may be a good opportunity to fill in some holes in your database. 

7.	 If you are a multiply provider or grantee, CAREWare may prompt you to enter the agency 

ID for whom you are producing the report. Selections here have no bearing on the 

numbers calculated for the report. 

8.	 The report produced will be named ‘Cadr04.mdb’ or ‘Cadrweb04.mdb’. You can open this 

file at anytime to view you CADR. Of course, you can always rerun the CADR at any time 

and it will simply write over the file. This is the file that can be directly uploaded to the 
CADR website, thus avoiding any hand-entry of data. 

Don’t Forget: Quickly upload your CAREWare-produced CADR to our website and avoid all the 

hassles of key entry! 

1. Go to: https://performance.hrsa.gov/hab
2. Click on Careware upload link on left 

3. Browse to your cadrweb04.mdb file (see above) 

4. Click Finish: File will be processed in 24 hours 
5. Return to website to verify that the file was uploaded properly. Changes may also be made at 

this point as, if necessary. 

Contact Information: 

� John Milberg: jmilberg@hrsa.gov, 301/443-8729 

� CAREWare helpdesk: 1-877-294-3571 (1-4 pm ET) or cwhelp@jprog.com 

� CAREWare website: http://hab.hrsa.gov/careware 
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FREQUENTLY ASKED QUESTIONS 

Q: What version of CAREWare should I use to produce my CADR in 2004? 

A: You must use version 3.6! 

Q: I uploaded my CAREWare CADR on the web and realized that I have to change some 

figures. Can I do this? 
A: Yes, you may of course return to your web submission and make changes. But 

remember, the CADR tables produced by CAREWare should be accurate, and will result in 

few if any validation checks. This is one of the big advantages of using CAREWare to 
produce your CADR—few errors. Nevertheless, there are some fields that you may need to 

go in and change. 

Q: Are all clients included in Section 2, regardless of which Title we are funded by and who
paid for the various services for each client? 

A: Yes! Section 2 includes all clients receiving any CARE Act eligible service. 

Q: Where do the numbers for Section 4, HIV Counseling and Testing, come from?

A: For clients tested confidentially, the numbers come from the HIV C&T tab in CAREWare. 

These are clients who were formally entered into the database and whose name, date of 
birth and gender were available. 

Anonymously tested clients, as their name implies, cannot be entered into CAREWare, 

simply because the individual’s name is not known, a requirement for entering someone 
into the database. The number of clients tested anonymously is entered into CAREWare at 

the time the CADR is actually produced. You simply enter the tally into the appropriate 

location. 

Q: How did CAREWare determine the clients to include in Section 5 of the CADR (“Medical 

Information”)? 

A: Clients included in section 5 must be HIV positive and have had at least one primary
care medical visit during the year. 

Q:  How do I tell CAREWare that the client is on “salvage” or second line antiretroviral 
therapy? 

A: To set this field, go into the client’s Clinical Review, Annual Tab 2 record and set it to the 

appropriate value. 

Q: How does CAREWare determine which clients to include in Section 6, part 1 that covers 

Title 3 grantees? 

A: To be included in Section 6.1, you must have first indicated in the Setup Wizard that you
are a Title 3 grantee. For a client to get in there, they must be HIV positive and have had at 

least one primary care medical visit in the year. 

Q: How does CAREWare determine which clients to include in Section 6, part 21 that

covers Title 4 grantees? 

A: To be included in Section 6.2, you must first indicate in the Setup Wizard that you are a
Title 4 Grantee. For a client to be included, they must fall into one of the following groups: 

1) HIV Positive female or 2) HIV positive male less than 25 years of age or 3) An individual 

set up in the database as a relation to either of 1 or 2. 
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How to get CAREWare Technical Assistance and Support 

1.	 The easiest way to learn about how to use CAREWare is to go to our website at 

http://hab.hrsa.gov/careware. Once you’re there you can download the user manuals 

(note that there are 2 manuals—the main one and another dedicated to the CERF or 
Clinical Encounter and Referrals Form). On the website you can also use the Visual 

Support modules that are accessed in a link on the top right. These modules take you 

through all the main features of CAREWare. You can go at your own pace, replay the 
videos, and jump around to different topics as needed. 

2.	 For technical problems you can always call the helpdesk at 1-877-294-3571 between 1 
and 4 pm ET or email cwhelp@jprog.com anytime. 

3.	 For those requiring more in-depth support, our Division of Training and Technical 

Assistance (DTTTA) does fund on-site, peer to peer technical assistance. This program 
has been active for about one year and has been very successful. To use this program, 

first contact your HRSA project officer and tell them of your need. Your project officer 

will then make a formal request to DTTA for this assistance. We have a list of about 10 
expert CAREWare users around the country who are also CARE Act grantees or 

providers. If approved, one of the expert users will be paid to travel to your site for 

training. 
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